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Making an initial
selection from the main
menu opens a page
listing the options
available within the
selection made.

In addition to the “drill
down” navigation using
the main menu, the links
on the new page may
also be used to access
areas within the
application.
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NAVIGATION:

eProcurement>Manage
Requisitions

When the requisition is
found using the search
criteria, click the
Approval Status icon.

Note the new Pending
Worklist Inquiry icon at
the top of the
Requisition Approval
Status page, along with
the return/backwards
navigation links.
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Clicking the Pending
Worklist Inquiry icon
opens the Pending
Worklist Inquiry page
detailing the approval
step required and
approver(s)
responsible.
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NAVIGATION:

Reporting
Tools>Query>Query
Manager

Note the added search
criteria options available
in the Basic and
Advanced Search
pages.
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Enter any irformation you have and click Search. Leave fields blank for a list of all values. A
Find an Existing Query | Create Mew Guery
“Search By: | Juery Mame L begins with

SEArch | Adwanced Search

Search Results Too many items mel your search criteria. Only the first 300 items displayad.

‘Foklar View: | -- Al Falcers — L

Check Al | Uncheck Al

Go

Sclect Guery Name Descr Owiner Folder Edit EL#}_‘) Excel Schedule
Fi AlaD1000_ADY DEPR_AMT Advanced Depreciation Amount  Puhlic Edit HTWML Excel Schedule
O AMADT010_ADY_REVERSE_AMT Advanced Depreciation Reverse  Fuhlic Edit HTML Euxcel Schedule
[0 AMAE100]__ ACCTG_ENTRY_TMPLTS Fublic Edit HTML Excel Schedule
O AMAST100_ ASSET_CATEGORIES Asset Categories Fuhlic Edit HTWML Excel Schedule
O AMASIRNT__ ASSFT WaRRANTIFS AsortWiarranties Fuhlir: Edit HTWMI  Furcel  Schedule 0
[0 AMAS170]__ ASSET_LICENSE_INFO AssetLicenses Fublic Edit HTML Excel Schedule
il AMBLM D00 Alk_BUS_JNIT_B2OKS AM Business Units and Boaoss Fulalic Edit HTML Esxcel Schedule
O AMDET000__AM_HIST_EY_CAT AM Fistory Sqeet by Category Fuhlic Edit HTWML Excel Schedule
[0 AMDE10D1__AM_HIST_EY_ACC Al Fistory Saeet by ACC Fublic Edit HTML Excel Schedule
O AMDET101__AM_DEPR_HIST AM Cepreciation Hisory Fuhlic Edit HTML Euxcel Schedule
Fi AMDET102__AM_DEPR_HIST AM Special Deprec. Histary Fuhlic Edit HTWML Excel Schedule
[T AMDE4001 _GUANTITY_COST_SUB Summary Cost Puhlic Edit HTML Excel Schedule
[0 AMDE40D1_ INVEMTORY_DETAL A Inventory detail Fublic Edit HTML Excel Schedule
O MMDESD00__RECOMNCIUATIOMN_MAP_AM  Reconciliaticn APAAM Fublic Edit HTML Ewccl Schedule
[0 AMGL1000 AM_GL_RECON_QUERY_1100 Public Edit HTML Ewxcel Schedule
@ B ntemet
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The query name is no
longer a link.

The query may now be
accessed using the Edit
link.

The query may be run
using the Excel or
HTML links.

The query may be
scheduled to run
through the Schedule
link.
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Query Manager
Enter any irformation you have and click Search. Leave fields blank for a list of all values.

Find an EX1stng Luery | Creats Mew Query

“Search By: |Quer5t Marme v

Search | Advanced Search

hegins with

Search Results Too many items met your search criteria. Only the first 300 items displaye.

‘Foller View: | -- All Folders -- w

Unchecl: Al *Action:

-- Zhoose -- -

Shock Al |

- - : — |- Choose -
Custamize | Find |View 100 | 85 FirFSEaE-rae
Select Query Name Descr Owiner Folder [l BRGNS Schedule
Celete Selected
[0 BE_GL Kk _BUDIET_ACT Cuery of kK_Badget Hir and LM Private Maowe to Falder Schedule
Rename Selected =
O BU_PA_ADDRESS Proc Agnt Address Info Private Edit HTML Excel Scredule
CHTRCT_ITEM Frivate Edit HTML Excel Schedule
O CHNTRCT_ITEM_TEST Private Edit HTML Excel Schedule
O CHNTRCT_PO_LM_BY_ITEM Private Edit HTML Excel Schedule
O PAPER_REQS Private Edit HTML Excel Scredule
Fi PROC_AGT_ADDR_IMFO Frac Agnt Address Infao Private Edit HTML Excel Schedule
O R=QE5_FOR_COPY_PAFER Private Edit HTML Excel Scredule
O SL_PURCH_ACTIVITY Streamlining - PO Private Edit HTML Excel Scredule
F 0051 0CM_ACCTG_LIME_IMM O Info by arder, receipt, acct# Mublic LCdit |ITML LCxcel Sclhedule
Fi a1 0COSTING _PRINTEHOP_ORDERS Cost o' Print Shop arders Public Edit HTML Excel Schedule
O 00a100WHED _ITEMS_REORDER Rearder reportfor owned items  Public Edit HTML Excel Scredule
O 005810PR NTSHOP_MCHMN_BY_PERIOD Machire production by period Public Edit HTML Excel Scredule W
@ B ntemet

Private queries may be
shared with other users.

Choose the query to be
shared using the Select
checkbox next to the
guery name.

Select Copy to User
from the Action field
drop-down list.

Click the Go button.
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Enter the userid to copy the selected queries to:

User ID: | 2441324

Ok | Cancell

Enter the user ID of the
person to receive the
query in the User ID
field.

Click OK.

ﬂ Intemet

@ Done
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Query Manager

ey Window | Custamize Paze | g 2

Enter any irformation you have and click Search. Leave fields blank for a list of all values.

Find an EXsung Gueny

| Creats Mew Guery

“Search By: | Query Mame

w hegins with

Search | Advanced Search

Szarch Results
‘Foller View: -- All Folders --

Shock Al | Uncheck Al |

Select Query Name

1 queriels) were successfully copied ko user TCARR. (129,219)

Moke: IF the target Lser does not have permisson ko access all the records in a copied query, that query will nok
apaear in the karget user's lis: of queres. Once permission has been granted, the query will then appear in the list,
Contack wour guery security administrator for Farther assiskance.

[0 BB_GL_kK_BUDIET_ACT

O BU_PA_ADDRESS Proc Agnt Address Info Private Edit HTML Excel Scredule 1
CHTRCT_ITEM Frivate Edlit HTIML Excel Scredule

[0 CNTRCTITEM_TEST Private Edit HTML Excel Schedule

O CNTRCT_PO_LM_BY_ITEM Private Edit HTML Excel Schedule

O PAPER_REQS Private Edit HTML Excel Scredule

Fi PROC_AGT_ADDR_IMFO Frac Agnt Address Infao Private Edit HTML Excel Schedule

[0 REQS5_FOR_COPY_PAPER Private Edit HTML Excel Schedule

O SL_PURCH_ACTIVITY Streamlining - PO Private Edit HTML Excel Scredule

F 0051 0CM_ACCTG_LIME_IMM O Info by arder, receipt, acct# Mublic LCdit |ITML LCxcel Sclhedule

[0 00s10COSTING_PRINTEHOP_ORDERS Cost o Print Shop orders Puhblic Edit HTML Excel Schedule

O 00a100WHED _ITEMS_REORDER Rearder reportfor owned items  Public Edit HTML Excel Scredule

O 005810PR NTSHOP_MCHMN_BY_PERIOD Machire production by period Public Edit HTML Excel Scredule W

@Dnne B ntemet

A message will be
displayed indicating that
the query has been
copied, accessible to
the User ID specified.

Click OK to
acknowledge the
message and return to
Query Manager.
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[ Records Y 0uary | Esprassions | Prompss Y Fields ) Criteris ) Having Y WiewS0_ Y Fun
Guery Name: CHNTRCT_ITFM Dascrintion:
Find an Existing Record
Record Name: | hegins wilh  w | | |
Description: | hegins with v| | |
Uses Field Name: | hegins wilh  w | | |
Access Group Name: | hegins wilth v| | | Q

Whin using the IN or BETWEEMN operators, cntor comma soparated valuzs without quotes. ic. JOBEMFLOYEE JRML_LM.

L

Mews Window | Customize Paze | (B

Search Zlear | Bazic Search
& szve Save Az Mew Query Preferences Froperies Mew Union C Returr to Searct
@ Done B ntemet

Note expanded search
criteria options for
locating Records when
creating new/editing
existing queries.

The Run tab for
reviewing query results
formerly titled Preview.
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[ ProcessList ' Sarvar ist !

User ID:[B218758 | QL Type: |
Server: Name:

Run Distribution |

Status:

V|Last: Dzys | Refresh |

I:IQ Instance: | to | |

w | Save On Refresh

Status

Process List

Select Instance Seq. Process Type

1012543 Application Engine
1012147 Application Engine
1009114 Application Engine

B save | [=] Moty

Frocess List| Senvar List

Process Distribution

Hame User  RunDateTime BunStatus o,  LDetails
PSQUERY ¥ B218758 12/22/2005 :00:00PM IND Queued PIA Details
PIQUERY <% B218755 12152000 3J00:00FMIND  Success Posted Details
PSQUERY ¥ B218758 11/03/2005 3:00:00PM IND  NotPosted Details

‘W - .
.n.r: g

Mews Window | Customize Paze | (B

ﬂ Intemet

NAVIGATION:

PeopleTools>Process
Scheduler> Process
Monitor

Distribution Status is
now displayed on
Process List tab.

Details link offers the
same information as in
the previous version.
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Mewriindow | Customnze Page |

{ I ist Y Feplores ) Adwministration Y Amhives
User ID; TO04326 Tvpe: | VlL'asl.: @l Days v| [efresh I
Stalus: | '“'l Fc-ld&r:| vlhstance: | | {5 | |

Report List

Boport Pres o ; .
Select — Description Racuest Date Time Farmat Status  Letails
- L lI.lSIﬂ]I.:E_m_ - -

. A . 121572002 Microsaft Excel Files

AT TR M5 Thir=; T M4

O MREE LU = 3s)
£ i : i

0 IR - oo 1205200 hicrosaft Excel Files Posted

3:00:30Fm [ xlg)

Selec.tﬁll DaselectAll

%lc ek e delee aullon o delele e selecled reaorl(s)

B save |

List | Explarer | Adrein strafinn | Archives

NAVIGATION:

Reporting Tools>Report
Manage>
Administration Tab

View link available in
previous version no
longer used.

Information previously
available through
Details and View links
in previous version now
combined and available
using Details link.
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